
Invoice Distribution by Account 
AKA “Check Numbers Report” 

 
 

 
 
 
 

1. Go to Report Manager 
2. Module => Accounts Payable 
3. Report Category => PO / Invoice Reports 
4. Reports => Invoice Distribution by Account 
5. Click the Produce button in the lower right hand corner of the screen 
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6. Stage => 60 – Paid to 60 – Paid.  (You must change both!) 
7. Stage Dates => actual check run date. (You must change both to the same 

date!)  You may need to contact me to get that date because sometime I cut 
check early and sometimes not.  

8. In the Account mask field, enter A (capital A) and then enter your fund / dept. 
number that you are inquiring about. 

9. Click the Tab button to lock in the account mask. 
10. Click OK button to produce the report. 
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This is a sample PO / Invoice Report for the Controller’s Office on the         
6/22/2009 check run. It shows you who you paid, from what line item, how 
much you paid from that line item and the check number for that particular 
check. 
 
2 VERY IMPORTANT THINGS TO KEEP IN MIND WITH THIS 
REPORT!! 
 
1. You must create this report within 2 weeks of the check run before the 

checks get marked as reconciled. 
2. If you work with more than 1 fund / dept code number, you must create 

a PO / Invoice Report for each fund / dept. that you expensed.  


